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Select thavly

Client Groups Me My Team My Client Groups Benefits Administration My Enterprise Tools Configuration >
tab I I
QUICK ACTIONS APPS

i1 HCM Experience Design Studio .
®x ’
pd Hire an Employee

Hiring Journeys New Person Person
Management

&* Add a Contingent Worker

ﬁ' Add a Pending Worker . .

&* Adda Nonworker Absences Compensation Goals Performance

Select theQuick Actions
section and select the
Show Morelink from the
drop-down list
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Locate theEmploymernt
section

New Person

ﬁ‘ Add a Contingent Worker

&/’ Pending Workers

Employment]

®0 :
»M Add Assignment

”’Q Aveas of Responsibility

® . Change Legal Employer
W/ Dashboard

g Change Working Hours

[ ko R
i Add a Nonworker

&/ Additional Assignment Info

;fﬁ/ Cancel Work Relationship
g Change Location

ﬁé Checklist Templates

i' Add a Pending Worker

& Additional Person Info
® . _ A
&/ Change Assignment

g Change Manager

B4 Contact Info

§' Hire an Employee

E Allocate Checklists

0, _
&/ Change Legal Employer
l, Change Photo

&/' Create Work Relationship
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asy Lirect Reports = Prafsrances : CE> Document Recoras ss/ Eligible Jobs

&/" Employment Contracts :(_/' Employment Info & ar::gc?;d ERErgRncy E-‘ Identification Info

‘ » o - m v . ey % . 4 AN P | -

g/ Local and Global Transfer ‘B Manage Job Offers M Manage User Account g/ MassLegal Employer Change
[ ; ® Person Identifiers for External ) " , :

pd Person M dopiistons A Personal Details Promote
i Seniority Dates o*s Share Data Access o*e Share Personal Info &/’ Termination

® . - " i s o . : @ _

N/ Transfer Vacancies asy/ Work Relationship &) Workforce Modeling

SelectPromoteunder the
Employmentsection
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= m DeKalb County

< Promote

Search
Person

Key in the appropriate
information for an
Employee namen the
search bar on the
Promotepage

tesﬂ

TD

D

TH

D

Select the correct
Employee Namdrom
the drop-down list

Advanced Search:test

Name

‘ Test H Berry

Test1 Deloitte

Test2 Deloitte
N
Test2 H2 Hire

Test3 C ADP_C
Deloitte_C

Busines

99005 -

68070 -

68070 -

99005 -

68060 -

s Title

Office Assistant

Library Technician

Library Technician

Office Assistant

Library Specialist

Work Email

Person Number

100044

100018

100020

100115

100021
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= m DeKalb County

Promote

Test?2 Deloitte

© \Whenand Why

*When does the promotion start?

9

Select the appropriate
PromotionStart Date

8/27/21 fe
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Em: DeKalb County N ® a.

Promote

Test?2 Deloitte

© When and Why Select theappropriateReas
* | o for the promotion from the
When does the promotion start? What's the way to promote? .
8/27/21 “Q Promotion Why are you promotlng

Why are you promoting Test2 Deloitte? E m p | Oye e n am ea ro p_d OWI’

| Mormal Career IJroq:'e;\;io.'\' | H t

Select theContinue
button
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Select the appropriatBosition
name from the dropdown list

o Promotion

* Assignment Status

|Ac1|'ve - Payroll Eligible

Regular or Temporary
Regular

Person Type

i Employee

Primary Assignment
Yes

Projected End Date
| m/d/yy

Full Time or Part Time
Full time

Hourly Paid or Salaried

Hourly

Standard Working Hours
40 Weekly

FTE

Position

| 00005

Headcount

Name

Code Job Name Department Name

00005 - 0@06 Assistant 00005 99005 - Office Assistant 01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & DEVELOPMENT

I Select a value

68070 - Library Technician

Business Title

I 68070 - Library Technician

Probation End Date

m/d/yy

‘ Notice Period

t |

‘ ‘ [Select a value ~ ‘

From the Position field, key in the Position name. All Position names start with a code and then the
description. When entering the code, the system will intuitively provide a list of Positions that match

the data that has been entered. Select the correct Position from the-dmgn list
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Select theyesbutton on the
Apply Selected Positiopop-
up window

Apply Selected Position Changes

Job 99005 - Office Assistant

01525 - HUMAN RESOURCES &
Department MERIT SYSTEM - TRAINING &
DEVELOPMENT

PIC - DeKalb WorkSource

v

CloudVergent 360
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Once all the necessary
information has been
completed under the
Promotionsection, select

the Continuebutton

*Synchronize from Position

‘ Yes

_ ‘ Probation Period

Job
99005 - Office Assistant

Business Title

‘ ‘ ‘Select a value

Probation End Date

‘ m/d/yvy

99005 - Office Assistant

‘ Notice Period

Grade
06

Department

‘ ‘ ‘Se]ect a value

Merit Status
Y

Company

01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & ‘

DEVELOPMENT

Worker Category

Division Code

Select a value

Assignment Category
Full-time regular

AD Account Required?

‘ Yes
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*Salary Basis
40 Hourly Salary Basis
Select Components Vv
Component Name Prior Amount Adjustment Amount Adjustment Percentage Percentage Amount Annual Amount
Base salary 20.0000 5.0000 25.0000 25.0000 52,000.0000
Longevity 0.0000 0.0000 0.0000 0.0000 0.0000
(Base salary)
Hazardous Duty 0.0000 2.0000 :] 2.0000 4.160.0000
Paramecm . 0.0000 0.0000 0.0000 0.0000 0.0000
(Base salary)
y p p p Supplemental 0.0000 0.0000 0.0000 0.0000
I . Shift Differential 0.0000 0.0000 0.0000 0.0000
Owverall salary 20.0000 7.0000 35.0000 27.0000 56,160.0000
Action Salary Range
Transfer 26.0755 - 40.4178 USD Hourly
Action Reason Salary Range Midpoint
Comparable Transfer
33.2466 USD
*Salary Amount
27.0000 USD Hourly Range Position
6.45
Adjustment Amount
7.0000 USD Compa-Ratio

“ 81£1

If the Promotion comes with a Salary change, edit the amount irstdary Amounfield or key in an adjustment amountin
the Adjustment Amountfield. Based on which field is entered (Salary Amount or Adjustment Amount), the other field wil
updated to reflect what was entered. If the Salary Amount was entered, then the Adjustment Amount will be updated w
the different between the Current Amount and the newly proposed amount
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If payroll coordinators seledt K S

v

360

a { | f dropkitown alt theio@ of thé Salary Details paydt will blank out all

the values (including base pay, longevity, hazard, paramedic, Ei@)only time the drogglown would need to be
selected is an FLSA nerempt (hourly) employee promotes to FLSA exempt or if you are changing the standard
hours (i.e., 460-53, 40t0-42.5, etc.).

|

*Salary Basis

40 Hourly Salary Basis

Select Components v

Component Name Prior Amount
Base salary 20.0000
I._cngevit\; . 0.0000
(Base salary)

Hazardous Duty 0.0000
Paramecic . 0.0000
(Base salary)

Supplemental 0.0000
Shift Differential 0.0000
Overall salary 20.0000
Action

Transfer

Action Reason
Comparable Transfer

*Salary Amount

27.0000 USD Hourly

Adjustment Amount
7.0000 USD

Adjustment Amount

5.0000

0.0000

2.0000

0.0000

0.0000

0.0000

7.0000

Adjustment Percentage Percentage

25.0000

0.0000

L1

0.0000

35.0000

Salary Range
26.0755 - 40.4178 USD Hourly

Salary Range Midpoint

33.2466 USD

Range Position
6.45

Compa-Ratio
81.21

Amount

25.0000

0.0000

2.0000

0.0000

0.0000

0.0000

27.0000

Annual Amount

52,000.0000

0.0000

4,160.0000

0.0000

0.0000

0.0000

56,160.0000
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“Salary Basis
40 Hourly Salary Basis
Select Components W
Component Name Prior Amount Adjustment Amount Adjustment Percentage Percentage Amount Annual Amount

Base salary 20.0000 5.0000 25.0000 25.0000 52,000.0000
|.-C”99‘~"'t‘:' ) 0.0000 0.0000 0.0000 0.0000 0.0000
(Base salary)
Hazardous Duty 0.0000 2.0000 E] 2.0000 4,160.0000
Param90|c . 0.0000 0.0000 0.0000 0.0000 0.0000
(Base salary)
Supplemental 0.0000 0.0000 0.0000 0.0000
Shift Differential 0.0000 0.0000 0.0000 0.0000
Overall salary 20.0000 7.0000 35.0000 27.0000 56,160.0000
Action Salary Range
Transfer 26.0755 - 40.4178 USD Hourly
Action Reason Salary Range Midpoint
Comparable Transfer

33.2466 USD
“Salary Amount
27.0000 USD Hourly Range Position

6.45
Adjustment Amount
7.0000 USD Compa-Ratio

81.21

—
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anomalies, but not until the next pay cycle, meaning the employee will receive at least one check without longevi
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1
Annual Salary

56,160.0000 USD (FTE 1) Quintile
1
Annualized Full-Time Salary
56,160.0000 USD MNext Salary Review Date
Grade Name | m/d/yy ie
20
Current Salary Proposed Salary

20.0000 USD Hourly 27.0000 USD Hourly

+7.0000 (+35.0000%)

26.0755 40.4178
26.0755 40.4178

[

Show Current Salary Details

(4 ) Compensation

(5) Comments and Attachments

The revised salary will be reflected on the
Salary page. Select ti@ontinuebuttonto
save the changes and proceed to the next
step
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@ Promotion

(3 Salary

(1) When and Why

S/ Edit

Z Edit

EE

# Edit

0 Compensation

Show Prior Compensation

-

, There's nothing here so far.

Select theAdd button
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(10

Select the appropriatBlan
from the dropdown list

9

Select the appropriate
Option from the dropdown
list




